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Project  Description 
& 

Timeline 

Summary 

Beginning  in  September  1990  the  registrar's  department  will 
conduct  a  physical  inventory  of  the  collection.     Data  gathered 
during  the  physical  inventory  will  be  reconciled  with  the 
museum's    manual  records,  and  entered  into  a  computerized  collec 
tions  management  system.     One  of  two  collections  management 
svstems  will  be  chosen  and  installed  in  late  November  or  early 

detailed  data  entry  for  all  objects  in  the 
inue  over  the  next  four  years.     Out  of 
gh  March  1991  will  be  covered  by  a  $75,000 
ute  of  Museum  Services  (budget  attached) . 
ivided  into  stages  as  follows: 

ventory  of  the  Collections 

tory  will  be  conducted  throughout  the 
g  storage  areas,  galleries,  and 
al  of  the  physical  inventory  will  be  to 
ate  count  and  location  record  of  the 
ollections.     In  addition,   it  is  impera- 
nt  to  document  objects  in  house  which 
the  collections.     This  includes  objects 
ession  but  not  yet  disposed  of,  as  well 
cts  belonging  to  staff  which  bear  a 
bjects  in  the  collections,  eg.  textiles 
in  offices. 
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entory  of  the  collections  will  be  con- 
ams,  each  consisting  of  one  AAM  regist- 
t  time  inventory  helper.     Each  team 
will  spena  j  1/2  to  4  hours,  3  days  per  week,  counting 
objects  and  recording  object  information  on  specially 
prepared  inventory  sheets  (see  form  attached).  The 
remainder  of  each  of  the  3  days  will  be  spent 
reconciling  the  physical  data  with  the  museum's 
permanent  records.     The  entry  for  each  object  counted 
in  the  storage  or  gallery  areas  will  be  found  in  the 
museum's  permanent  ledger,  source  material  will  be 
located  wherever  it  exists,  photographs  and  accession 
cards  identified.     Discrepancies  between  the 
registrar's  records  and  the  inventory  sheets  will  be 
Q  lent if led  and  corrected. 
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photographed  during  this  and  subsequent  phases  of  the 
project.     New  accession  cards  will  be  created  during 
the  third  phase  of  the  project  for  those  objects  for 
which  cards  cannot  be  located. 

The  completion  of  the  physical  inventory  opens  the  way  for  the 
museum  to  apply  at  a  later  date  to  the  Institute  for  Museum 
Services  (IMS)   for  a  conservation  survey  grant. 

Timeline;    (Phase  I)   September  October  November  1990 
In  June  1990  a  preliminary  sample  inventory  was  conducted  under 
the  direction  of  the  senior  registrar.     From  the  data  gathered  at 
that  time,   it  is  estimated  that  the  physical  inventory  and  recon- 
cilliation  can  be  completed  in  approximately  8  to  12  weeks. 

Phase  II;  Selection,  Purchase  and  Installation  of  a  Computerized 
Collections  Management  System 

The  second  phase  of  the  project  will  begin  in  October  1990.  Two 
computerized  collections  management  systems  have  been  chosen  for 
further  investigation.     These  are  the  ARGUS  system  developed  by 
Questor  Systems  of  Los  Angeles,  and  the  QUIXIS  system  developed 
by  Willoughby  Associates  in  Chicago. 

A  checklist  of  software  features  will  be  developed  by 
the  senior  registrar  in  conjunction  with  the  curators, 
librarian,  conservators,  accounting  and  development 
staff,  and  other  registrars.     Features  will  be  rated  as 
essential,  desirable,  desirable  future  option,  not 
necessary  or  undesirable. 

The  AAM  registrars  and  other  interested  AAM  staff  will 
view  both  systems  at  the  Western  Museums  Conference  in 
San  Jose  during  the  last  week  in  October. 

Both  vendors  will  be  invited  to  demonstrate  their 
software  to  the  staff  during  an  on-site  visit  in  early 
fall  1990. 

Both  systems  will  be  evaluated  using  the  checklist 
developed  by  the  staff. 

Approval  has  been  granted  by  IMS  to  use  the  recent 
grant  to  purchase  hardware  and  software.     This  will  be 
done  as  soon  as  the  system  has  been  identified  which 
best  suits  the  Asian's  needs.     Installation  and 
training  for  the  staff  will  be  scheduled  at  the  time  of 
purchase. 

As  soon  as  the  system  has  been  chosen,  the  registrar's 
office  will  begin  the  search  for  two  data  entry  clerks 
to  implement  the  third  phase  of  the  project. 
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Timeline  (Phase  IDOctober  November  1990: 

The  system  will  be  Identified,  purchased  and  Installed  by  the 
first  week  in  December  1990. 


Phase  III;     Data  Entry  of  Basic  Object  Information 

Approximately  20  to  25  essential  data  fields  have  been  identified 
for  entry  during  Phase  III.     These  include  only  the  most  basic 
information  on  each  object  in  the  collections   (see  list  of  fields 
attached) .     The  goal  of  this  phase  of  the  project  is  to  provide  a 
complete  listing  of  the  Asian's  holdings.     In  order  for  the 
database  to  accurately  reflect  the  size  and  scope  of  the 
collections  it  is  essential  that  each  object  be  recorded  in  the 
computer  at  the  outset. 

The  intention  of  this  phase  is  not  to  upgrade  the  information  in 
the  records,   that  can  be  done  more  efficiently  once  the  initial 
data  entry  is  completed.     This  phase  is  intended  to  facilitate 
the  maintainance  and  upgrading  of  the  records  by  providing  a 
complete  set  of  records  upon  which  to  draw  during  later  phases. 

Two  data  entry  clerks  will  be  hired  on  a  temporary 
part-time  basis  to  enter  information  from  the 
registrar's  manual  records  including  those  compiled 
during  the  physical  inventory. 

As  the  data  is  entered  from  the  manual  records,  a  new 
identifying  number  will  be  assigned  to  each  object 
record     for  objects  accessioned  before  1988.  These 
numbers  will  be  assigned  for  the  purpose  of 
standardizing    the  Asian's  numbering  system  and 
bringing  it  into  line  with  currently  accepted 
professional  practices.     The  new  number  will  be  added 
to  the  object  during  a  later  phase  of  the  project. 

The  old  Brundage  number  will  remain  on  the  object  and 
be  reflected  in  the  computerized  records  in  addition  to 
the  new  identifying  number  in  all  cases  except  those 
objects  which  have  never  received  an  accession  number. 

All  computerized  records  will  be  accessible  by  entering 
either  the  Brundage  number  or  the  new  number.  All 
source  material  for  objects  accessioned  before  1988 
will  be  cross  referenced  to  both  numbers. 

Timeline  (  Phase  III);  December  1990  -  March  1991 
Based  on  prior  experience  with  data  entry  of  museum  records,  the 
time  needed  to  enter  basic  information  on  all  the  collections  is 
approximately  16  weeks. 

Phase  IV:     Upgrading  of  Collections  Records 

Phase  IV  will  consist  of  ongoing  data  entry  for  all  objects  in 
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the  collections.     This  phase  will  be  accomplished  primarily  by 
the  existing  registration  staff, in  consultation  with  the 
curators.     However,  additional  funding  may  be  sought  for 
particular  data  entry  projects  as  they  can  be  identified. 

The  goal  of  Phase  IV  is  to  verify  with  the  curatorial  staff  the 
accuracy  of  the  information  in  the  collection  records  and  to 
enter  into  the  computer  reliable  and  more  detailed  information 
about  each  object. 

With  the  aid  of  each  curator,  the  registrars  will 
identify  a  discreet  portion  of  the  collections  to  be 
updated . 

New  accessions  worksheets  will  be  generated  from  the 
database.     These  will  be  attached  to  copies  of  the 
existing  accession  cards,  and  examined  by  the 
appropriate  curator. 

The  curator  will  return  the  records  to  the  registrar's 
office  and  the  information  will  be  entered  into  the 
database . 

This  procedure  will  be  followed  until  complete  updated 
records  have  been  entered  into  the  database  for  the 
entire  collection. 

Timeline  (Phase  IV);   1991  -1995 

Again,  based  on  experience  of  computer  projects  in  other 
institutions  of  similar  size,  and  depending  upon  the  exhibition 
schedule,  the  rate  of  growth  of  the  collections,  and  the 
availability  of  funding  for  extra  temporary  help,  this  phase  of 
the  project  is  estimated  to  take  anywhere  from  two  to  four  years. 

Phase  V;     Videodisc/Digitized  Imagery 

The  goal  of  Phase  V  is  to  provide  visual  access  to  the 
collections  through  the  database,  either  through  the  use  of 
videodiscs  or  through  digitized  images  stored  in  the  data  base 
itself.     In  this  way,  curators,  visiting  scholars,  and  guests 
where  appropriate  will  be  able  to  access  the  object's  catalog 
information  and  an  identifying  image  of  the  object  at  the  same 
time . 

The  procedures  for  this  phase  of  the  project  will  depend  somewhat 
upon  the  technology  that  is  chosen  by  the  Asian. 

This  phase  of  the  project  will  require  funding  as  a  special 
project.     The  amount  of  funding  required  depends  upon  the 
technology  chosen  and  the  quality  and  quantity  of  available 
photographs.     Existing  slides  can  be  transfered  to  videodisc  or 
tape,  or  objects  themselves  can  be  photographed.     Obviously  the 
use  of  exiscing  photographs  will  be  far  less  expensive  and  time 
consuming. 
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TIMELINE 


1990  1991 

S  ONDJFMAMJJASOND 


0=========X  Physical  inventory  9/90  -  11/90 

0==================================>  Photography  (ongoing) 

0===X  Site  visits,  choose  software  10/90 

0===X  System  installation  and  staff  training  11  -  12/90 

0===X  Recruit  data  entry  clerks  11  -  12/90 

0==========x    Enter  basic  data  12/90  -  3/91 

X= ==========================>  Upgrade 

(ongoing)  collections 

records 


1991  1992  1993  1994 

============================================>  continue  upgrading 

records,  completion 
date, December  1994 


0========================================>  new  numbers 

on  objects 
Fall  1991  - 
Fall  1993 

0=================X  Planning  for 

videodisc /digital 
imagery 


0==================X 

Implement 
Video/Digital 
imagery 

This  timeline  represents  a  realistic  appproach  to  the  project 
with  the  aim  of  completion  by  the  end  of  1994  or  sooner.  This 
allows  at  least  three  years  for  fine  tuning,  continued  staff 
training  and  planning  before  the  actual  move  of  the  collections 
to  the  Asian  at  the  Civic  Center  in  1997. 

The  later  stages  of  the  projects  are  obviously  dependent  upon  the 
availability  of  funding,  the  exhibition  schedule,  and  the  overall 
priorities  of  the  Asian  Art  Museum. 
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DATA  FIELDS  TO  BE  ENTERED  IN  PHASE  III 


Object  ID  number 

Previous  numbers 

Curatorial  Department 

Storage  Location 

Current  location 

Date  accessioned 

Object  Title 

Object  Type 

Object  Subtype(s) 

Material (s)  of  composition 

Object  dimensions 

Maker/Culture 

Date/period 

Signature 

Inscription 

Donor/Vendor 

Purchase  fund 

Credit  line 

Appraised  value 

Date  of  last  appraisal 

Appraiser 

Conservation/registration  problems* 

This  list  represents  the  minimal  information  for  immediate  data 
entry.     More  detailed  descriptions  and  catalog  entries  will  be 
entered  during  a  second  data  entry  phase. 


*This  will  be  a  coded  field  which  will  allow  rapid  entry  of  the 
information  gathered  during  Phase  I   (physical  inventory) .  This 
field  will  then  allow  searches  on  a  particular  problem  so  that 
these  issues  can  be  resolved  during  Phase  IV  (upgrading  of 
records ) . 
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INVENTORY/COMPUTERIZATION  BUDGET 
August  3rd,  1990 


Phase  I  Inventory; 

Salaries:            2  people  §  $10/hr  x  12  weeks  5,760 

three  days  per  week 

Salary  Contingency:  Registrar's  assistant  as  needed  5,000 

Supplies  1,500 

Photography  6,000 

INVENTORY  TOTAL  18,2  60 

COMPUTERIZATION 

Hardware  15,000 

Software  30,000 

Data  entry         Two  people  @  $10.5  x  16  weeks  10,080 

§  6  hrs  per  day  5  days  per  week 

Contingency  1,660 

COMPUTERIZATION  TOTAL  5  6,7  40 

GRAND  TOTAL  75,000 


ft 


